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Introduction

Purpose

The purpose of thigser guide is tornpvide employees mintroduction and
overview ofnewMyBiz+ functionality anddynamicfeatures

All data contained within this user guide is fictional and does not represent any
real person, position or other record of any type.

Who should use tle GQuide? DoD Appropriated=und, NorAppropriated FungNAF) and Local

Background

About MyBiz+

National (LN) employees

The Defense Civilian Personnel Service (DCPAS) and its technical development
organization, Enterprise Human Resources Information Systems (EHRIS),
championed the replacement of the legacy My Biz apphicab allow employees

to manage personnel data more easily. MyBiz+ is part of the Defense Civilian
Personnel Data System (DCPDS) and access to employee data is protected by
authenticated login.

Welcome to MyBiz+!

The initial release dflyBiz+ is employegocusedand theapplicationis based on
the principle of simplicity: easy to access, easy to navigate, easy to understand
and more intuitive and interactivdt provides users atglance information
display,easy navigation flows)ew toolsand customizable views.

Subsequent releases will include new managédrsupervisoproducts and
services; these next iterations will be built with the assistance of customer
feedback.

Employees will benefit from:

Multiple avenues of navagion within the MBiz+ pages
Customization of specific pages

Capability to provide feedback on the functionality and features
A well-organizedisplay of personal information

Capability to update, el and change specific HR data

Ability to view pay, leave anddmefitdata

Ability to view organization ad positionrelated information
Capability to seHcertify education, certification,dense, and training
information

Ability to track and maage careerelated information
Receivereattime, HR notifications
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Whoto Call ForDataHelp? For questionsegarding youHR data in MyBiz+, pleasase yourAgency
established process for requesting HR assistance.

Who to Call For System Help? For questionsegarding login or access to otfiREPDS
applicationsor DCPDSsystem functionality, please contact your
Component Help DesK.he Component Help Dessontact list is
located on the DCPDS Portal paage
https://compo.dcpds.cpms.osd.mil/

Use control button and mouse click (Ctrl + Click) to follow hyperlinked words leading to helpful screenshots o
additional information. Use the keyboard shortcut Alt + Left Arrow to return to the jumping off point.


https://compo.dcpds.cpms.osd.mil/

Accessing MyBiz+
DCPDSPortal Page

All users must log in at the DCPDS Portal page. This is the authentication page which allows access if
permitted. The DCPDS Portal page hasew, modern look and feahd is timed withthe release of

MyBiz+. The updated DCPDS Portal page retains the same features, tips and functionality as the former
login screens.

To accesMyBiz+, navigate to the DCPDS Portal i@itps://compo.dcpds.cpms.osd.méhd followyour
Componenbr AgencySmart Card/Common Access Card (CAC) and 1$omart Card/NofCAC accesdog
in process.

Upon login and acceptance of the Privacy Act Statement, DoD employee users are ditbetslyBiz+
homepage.

Military and External usergadirected to the old My Biz responsibility page.

Login Help | Contact List | Frequently Asked Questions (FAQ)

[News and Information|

Smart Card Access lufo
Last updated September 5, 2014
1300 COT Click the login button below and select your non-email digital certificate.
Smart Card Login
- First time Smart Card (CAC) user? Reaister Here
|Component Help Desk Informatlonl

If you are having problems accessing this site, please select Contact List to lncats and directly contact your
Component Help Desk.

For additional information, check out our Frequently Asked Questions (FAQY

Returning Non-Smart Card (Non-CAC) User? Click the button below.

Non-Smart Card Access

First time Non-Smart Card (Non-CAC) user?|Register Here

Password Dmblem"

For technical problems, select the Contact List for your organization's computer
support Help Desk

Privacy Act | Accessibility/Section 508 | Privacy and Security Policy | DCPDS Information


https://compo.dcpds.cpms.osd.mil/

Internet Explorer Compatibility Mode

If your browser is in Internet Explorer Compatibility mode, a notification will pppFollow the instructions in
the notice. Changing treompatibility modewill refresh the browser to the correct vieg state.

Your browser is in Internet Explorer Compatibility View.

MyBiz+ wil not displsy 85 designed whis in this view. Change this view by folowing the nstructions below. Once changed, you wil be drected back to the page you
were vistng

How to Change the View

There

iew. Both of these methods are descrided below. The correct method depends on how the biernet Explorer user nterface
s man

Toolbar icon Method

Compatibity View can be

user settings. f this icon is pre

NSEE
ﬁ Click to change view
I I m v Pagew Sefetyv Teckv @~

F12 Hotkey Method

% Emplayee and Manager Portal - Developer Tooks W W W oo - =

Fe Find Dasble View Outine images Cache Took Vebdate | [ISSSSTUNSIUYORISIINE Document Mede: 17 Standards
er aplorer 7

HIML| €SS Scopt  Profiler

ERWdSY O

Update Work Email Address Pop-up

Upon accessing MyBiz a work email pop upvill display for employees whose DCPDS records do not
contain a work email address. Select OK to immediately update the Work Email address, or cancel to
update at a later time.

Work Email

Your work email is not contained in your Contact Information.

Select OK to add your work email now.




MyBiz+ Log Out Z a Two-Step Rocess

There are two (2) log out sessionsne forMyBiz+ andone for theDCPDS Porta(the authentication page).

MyBiz+
Begin theMyBiz+ logout process by using th@goutlink on the upper right of the MyBiz+ homepage.

Hint: If MyBiz+ is left idle for too longandthe Logout link becomes unresponsigiese the MyBiz+ browser
tab on the address bar by clicking the X.

The 2014 W-2's (Wage Notifications

and Tax Statement) are Read/Unread Title Start Date

B No Notifications At This Time
available for all

DoD/Non-DoD civilians.

. Go to myPay to view or

print your W-2. o

% You have no unread notifications.

»n

ThelLogged Ouimessage appeansth instruction toclose the MyBiz+ tab on the address l&amce you close
the MyBiz+ tab, his actionwill retum you to the DCPDS Portal page

File Edit View Favorites Tools Help

Logged Out

Thanks for using MyBiz+. Please close your browser window.

DCPDS Portal

Selectthe Logoutbuttonto exit the DCPDS Portal session, and then selleste@® complete the process.

DCPDS porTAL

Choose your Path

- ﬂ
-
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MyBiz+ Homepageviap

Menu Bar, Slider, Notifications, Navigation Bar

° Other DCPDS Applications - % Favorites -
Notifications

Read/Unread

No Notifications At This Time @

MyBiz+ offers employees improved navigation and HR information in an easy to understand display!
" Start Date

BiZ
f el us continue to improve MyBiz+ by visiing Provide Feedback and teling us what you

think.

ecee

Welcome, Test Account
AASE LD

65435 Education:

1y Biz Gross Pay
Phammaceutical Marketing and Management (512011)
equest Net Pay: 39291 Bachelor's degree - (2011)
i Pay Period End Date: 01-Mar2014
KETING (14-Ju-2014 - 18-Jul-2014)
et
nt No es Avallable
s Blue Cross and Blue Shield (10)
Relrieve SF50
Basic only 4, Last Personnel Action
$Leave
Type of Action Individual Time OFf Award
Annual Leave Balance: 70.00 Eriective Date 0Nev2014
Sick Leave Balance 202.00
Annual Leave Forfelt Balance (Use or Lose) 153.00
Detail Pages
$ ““ @
Pay, Leave Jh
and Benefits Position Reports
ssibility/Section 508 | Privacy and Security Policy | System Help Desk Contacts

®Menu Bari Contains MyBiz+ logo link and provides link access to other systems, helpful resources anc

selt-help documentsit is located under the address bar.
1 Other DCPDS Applications  Allows access to other regions, applications.
1 Favoritesi Manage default website links by adding, or removing favorite website links. These will

open in a new browser.
1 Help- Includes training guides, provide feedback and Screen Reader mode for 508 users.

1 Log Out- Log out of MyBiz+and close the browser.

@Slider'l' provides gooeto-know current information for all employekxcated in the upper left corner

@Notifications'l' Displays upfront notice of HR actions or updates to your record, or acbons
interestsall located in the upper right corneBelect the Notifications title to view all
notifications on one page, utilize the scroll bar to view notifications, or select a specific notification.



@ Navigation Baii The navigatiorbar exsts on all pages within MyBiza&nd is located under the Slider
and Notification areas. The bar displalys Home link on the left, and tlietail Pagacons on the right. It
allows for direct navigation to all Detail Pages from any location within MyBizreturn to the homepage
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Provide Feedback, Views, Manage My Views, Detail Pages, Footer Information

Other DCPDS Applications ~ % Favorites - @Help - Logout

Notifications
MyBiz+ offers employees improved navigation and HR information in an easy to understand display!
s

Read/Unread

. e e Title Start Date
f el us continue to improve MyBiz+ by visiing Provide Feedback and teling us wihat you cronac No Notiicatians At This Time

think.
©

[ XN} [

Welcome, Test Account The information is current as of 06-Jan-2015

ARASE L 4B

KETING (14-Jul-2014 - 18-Jul-2014)

BN Cross and Blue Shieid (10)

4 Last Personnel Action

Type of Action Individual Time Off Award

Annual Leave Balance: 70.00 Effective Date: 30-NOw-2014

Sick Leave Balance: 202.00
Annual Leave Forfeit Balance (Use or Lose), 153.00

Detail Pages

it B
o o
Accessibility/Section 508 | Priva

cy and Security Policy | System Help Desk Contacts m

®ProvideFeedback This link is available for the ifst 90 days after release of MigB and allows
employees to submit design and funcéility comments and suggestions on MyBiz+.

®ViewsArea'|' TheViews are located in the middle of the MyBiz+ homepagethedcreenshot above
depicts the default layoeimployees will see upon initial log.in

@Manage My Views Link This interactive tool lows employees to customize thi@ews area(#6) by

moving theViews around (placementithin the center argaadding a Viewhiding aView or exchangingne
View for another.

Detail page$ The olor andicondefinedtilesidentifies the type of Hihformationcontainedwithin;

andthetile colors and icons coordinatetivithe Viewstab colorand iconalong with hemini-iconson the
navigation bar

@Footer Information

- Accessibility/Section 508rom the Rehabilitation ActpformationTechnology must be accessible
and usable by as wide a range of people with disabilities as possible including people with visual
disabilities(e.g., blindness, low vision and lack of color perception)

11



- Privacy and Security Policy; includes mandated Hrimation.
- System Help Desk Contacts; contains a list of the Component/Agency Defense Civilian Personnel
Data System (DCPDS) help desk contact information.

12



MyBiz+ Fundamentals; Views, Detail Pages, Colors and Icons

Throughout MyBiz+, the icons arassociated colors adestinctthroughout the MyBiz+ pagesousers can
quickly identifyand moveaboutwith one mouse click.

Views

TheViews are located in theenter of the homepagad can beustomizedy the employe€lrhe homepage
accommodatesne (1) tosix (6) Views, and &hView contairs specific information fronwithin the Detail
PagesUsethe title link to access th@rresponding Btail Page

Some usersuch asManages, Supervisos andHR will have the ViewOther Responsibilities/Applicatiorisot
shown)in placeof the Professional Development View.

For example, the Leay®ay and Insurandéews below(greentalbs) aresectiors of informationwithin the
Pay, Leave and Benefits DetRidge (green tile with $ icon).

Home L T b 1]

Gross Pay: H
Phamaceutical Marketing and Management (512011)
Net Pay. 38291 Bachelor's degree - (2011)

Pay Period End Dale 01-Mar:2014

RKETING (14-Jul-2014 - 18-Jul-2014)
$ Insurance

Healtn Insurance: Blue Cross and Blue Shield (10)

Life Insurance: Basic only 4. Last Personnel Action

Type of Action. Individual Time Off Award

Effective Date: 30-Now-2014

Manage My Views Link

Customizehe Views by using the interactive tool lifdanage My Viewtocated on the ghtside. Click on the
orangeTip for a quick reference For more information about managing the views, sedMdrgage My Views
user guide under Help.

Key Services and Other Responsibilities/Applications

What You Need to Know
U There are twd@2) Views that do not have a correspondidetail Page Key Services and Other

Responsibilities/Applications.

U The Key Service¥iew containsquick access links to the most popular products and serticke®s
not contain personal information

U TheKey Serviced/iew defaults on thdlyBiz+ homepage for allew employees and accounts.

13



TheOther Responsibilities/Applications View applicable temployeesvho have additional accesses
or responsibilitiesvithin DCPDS. This View offers quick access links these workspaces

TheOther Responsibilities/Applicans View defaults on thelyBiz+ homepage only iit is applicable
to the employee.

| 83Key Services | 22 Other Responsibilities/Applications

My Biz Applications:
DCPAS Data Dictionary
Request Employment Verification

Responsibilities:
Civilian Career Report CIVDOD SYSADMIN REGION GUI

. CIDOD Self Service Higrarchy Manager
Update Contact Information
Update Professional Development

Retrieve SF50

Key Services Links

i

My Biz or My Workplace- alink to the legacy application thatlows employees, managers and
supervisorgincludes NAF and Local National) viewemployee information and applicatiorssi¢h as
thePAA) that has not yet transitioned into MyBiz+. Once all information is transitioned, this link will
be eliminated.

Request Employment Verificatidnthe link to submit a request for employment verification
Civilian Career Repoiit the direct link to th@ew, interactive and customizable report which pulls
together employee career information into one ¢asgad report

Update Contact Informatioin Add or nake changes to Wk EmailandAddress, Phone, and
Emergency Contacts

Update Professional Developménguick access to updalucation, Training and
Certifications/Licenses

Retrieve SF50 a quick access link to the SF50 section in both the Personal and PDsitzoPages.

Retrieve SF50 is a two step process.

14



Detail Pages

The Detail Pages are identifiedsis colored tiles with icons and the associated name. Within the Detalil
Pages, there are sections of informatiamch containpertinentHR information

Detail Pages

and

Pay, Leave

Benefits

Colors and Icons
The table below provides the details about each colored tile, the icon and adgsoame, what the underlying

information is and how the information is displayed in Mybiz+. Use control + click on each icon in the table
for moreinformation

Table 1 Detail Pages Colors and Icons

Detail Page | Tile Color What 6s I nsi de How information is Displayed
Name in MyBiz+
Personal Purple Includes Contact Information, Appointment, Retain Accordion Formabr
Grade Details, Disability, Ethnicity and Race, Carousel Format
. Language Information, Veterdanformation, and
. Service Computation Data Information sectiansl
— SF50 Personnel Action Histary
Pay, Leave Green Includes Pay Information, P&etalil, Leave, Pay,Leave, Retiremengnd
and Benefits Retirement, Insurance and Awards sections. | Insurance sections aawailable
$ as a View
Pay, Leave
and Benefits
Professional
Development| Yellow Displays Education, Traininand These sections are available g
Certifications/Licenses sections. View option
Position Blue Includes Appointment, Position, Position Additionz Last Personnel Action is
Information, Language Details, Position Tracking a available as a View.
SF50 Personnel Action History sections.
All other sections are in the
Accordionformat
Performance Orange Includes Active AppraisaldNG and DCIPS only) | This pageis available as a Viey

and Completed Appraisals sections

with view only information

15



Reports

5

Reports

Tan

Employee Reports
Civilian Career Report, Awards Information,

Certifications and LicenseEmergency Contact, Join

Duty Assignment, Training

All reports are available fron
this detail page, or they are
accessible directly from the
associated detail page as a
link

16



MyBiz+ Buttons, Related Helpand Icons
Standard action buttons are used throughout MyBiz+. They are Gsohdie] Continue Delete Edit, Next,
Preview ReportPrevious Print, Remove Al|l Return, Return to HomepaggearchSelect All,Update,
View/Print

Relatedhelp is found within the MBiz+ pagesandidentified admportant!, Related InformationNotes
orangecoloredTIPs, Note andinstructions

The referenced imagesdicons below are used agamples to illustrate the contedescription

Table 2 Providesimages of icons and symbols used throughout MyBizand the description

Images and Icons Context Description

MyBiz+ Logo.

Located on all pagesithin MyBiz+; select to
the MyBiz+ logo on the menu bty return
home

Miniature Icons.
Theiconsare located on theght side of the
navigation bar and each icon has a hover o\

/%Bib
identifying the Detail Page nami€he icons
ASSTL B are on every MyBiz+ so you can move quick
to other pageslin order as shown on the righi

they areHome, Personal, Pay, Leave and
Benefits, Professional Development, Positio
Performance, and Reports.

Navigation bar.

Thenavigation bar appears on every page ir

MyBiz+. The left side identifies the Detail
Pagewith the associated bar color. The

| Pay, Leave and Benefits | | miniature icons on the right siaé the

navigation bar are on every page within

MyBiz+. Themini iconsallow quick access to

othe sections of MyBiz+ pages.

Linked Text or Labels.

Blue underlined text, such as a title or label
indicates there are underlying pages or
documents. Wen clicking on the highlighted
link, you will be taken to where that
informationexists

Request Employment Verification

Linked Titles or Labels.
White underlined text, such asa View title
when clicked takeyou to where the detailed
information exists.

17



:!Leave
Pay Period End Date

@ 11-Jun-2014

Drop Down Arrows.

Small drop down or side arrows (in red circle
indicate a list of values or additional
information. Arrows require one mouse click
to open and close

The Star icon indicates a highlighted interes|

SlidePlay Indicators.

Standard play/function indicators fslides
include, rewind, forward, play and pause. Th
three dots indicate the number of slides

A Notice.
The asterisk star indicates a message
notification.

Hover Overs.

Roll the mouse over a label and a hover ove
definition or explanation appears. Hover ovi
are used extensively throughout MyBiz+

Error.
A red X with red text indicates a value is
missing or an error has occurred

Information.
An orange OTIlheréisussful U
information pertaining to the topic.

Page Indicators.

For multiple pages of information, standard
direction indicators are used:

First page, Back one Page, Page numbers,
Forward one page and Go to last page

Check Box.
Usedin the Detail paget view multiple
sections at th same time.

Gift box Icon; used exclusively on the Perso
Detail Page.

The Accordion Viewformatsthe sectionsn a
list. Underlying informatioris indicated by
arrow indicatos.

Gift box Icon; used exclusively on the Perso
Detail Page.

The Data Carousel View formdfse sections
asGndex cardd8 o r which ¢an roomes
around clockwise.

CarouselActions.

1. Add or remove rows from the Carousel
station display.

2. Shuffle the carousel station one clockwise

Close screen.

The black Xis usedo close a pop up screen

18

















































































